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Agenda

1. Execution and Control Phase

i. Kick-Off Meeting Checklist

ii. Regular Online Project Meetings - Action Item List Reviews

iii. Deliverables, Milestones, Publications

iv. Knowledge Management

v. Dissemination, Communication and Exploitation

vi. Periodic Reviews: Occurrence, Purpose and Reporting 

vii. Periodic Reviews: Part B

viii. Periodic Reviews: Financial Reporting

ix. Periodic Reviews: Project Review Meeting 

x. Budget Flexibility

xi. Grant Amendments: Reasons for Making an Amendment 

xii. Grant Amendments: Withdrawing a Consortium Partner

xiii. Grant Amendments: Extending the Project Duration

2. Closing Phase

i. Main Activities
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1. Execution and Control Phase
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Kick-Off Meeting Checklist (1 of 2)
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A checklist of items/issues to review during a Horizon Europe kick-off meeting:

1. Project Overview & Objectives

• Review project goals, expected impacts, and key deliverables.

• Align partners on the scope, timelines, and intended outcomes.

2. Consortium Roles and Responsibilities

• Clarify each partner’s contributions. Important that partners take ownership for their responsibilities.

• Clarify communication channels. Clarify decision-making processes described in consortium agreement.

3. Work Packages and Milestones

• Each WP leader to present their WP and tasks. Important that each WP leader takes ownership for their WP. 

• Discuss concrete work activities for the first 6-12 months (relating to deliverables, milestones, …).

4. Financial & Administrative Rules

• Review funding allocation, eligible costs, and reporting requirements.

• Ensure understanding of the Grant Agreement and Consortium Agreement.

Well before the project officially 

starts – e.g. already during the 

contract negotiations - remind the 

academic partners to recruit their 

PhD students/postdocs on time.



Horizon Europe Kick-Off Meeting: 

Meeting Checklist (2 of 2)
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6. Risk Management and Contingency Planning

• Review list of critical risks and proposed mitigation measures in the grant agreement.

• Establish a monitoring process to resolve issues.

7. Ethics, Data Management and Open Science

• Discuss ethical compliance and data protection measures.

• Review open-access requirements and dissemination plans.

8. Communication and Dissemination Strategy

• Review the project’s communication, dissemination and exploitation plan in the grant agreement.

• Identify concrete activities for the first six months (events, social media, etc).

9. Next Steps and Action Points

• Summarize key decisions and responsibilities.

• Set dates for the next meetings and reporting deadlines.



Regular Online Project Meetings – 

Action Item List Review (1 of 1)
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• I recommend having a weekly online meeting 

(same day/time) to review the project’s action 

item list:

• Regular weekly meeting becomes a habit - partners don’t 

need to think what day/time it will be at.

• Meeting will be typically about ½ - 1 hour in duration. 

However, it can be shorter or longer according to need.

• Regularity helps to keep partners focused on their 

tasks/actions in the project.

• Regularity helps ensure partners are made to feel 

accountable - amazing how partners often suddenly 

address their actions shortly before each meeting.

• If you have a Zoom business subscription, use their AI 

companion to automatically write minutes and actions.

• Book the weekly Zoom meeting into the email calendars 

of the consortium partners.



Deliverables (1 of 4)
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• Create a standardised deliverable template for partners to use

Send an email reminder at 

least 2-3 months before the 

deliverable is due date to 

the responsible partner.



Deliverables (2 of 4)
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• Have a quality-control schedule to review draft deliverables, i.e., allocate partners to review each 

other’s deliverables.



Deliverables (3 of 4)
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• Deliverables are submitted to SyGMa (System for Grant Management) via the EC’s Funding and Tenders Portal



Deliverables (4 of 4)
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• Public deliverables in Horizon 

Europe projects are available for 

download from the EC’s CORDIS 

project database.

– Chance to learn how other projects 

write their deliverables.

• This can be especially helpful to 

understand how to produce 

deliverables required in all 

Horizon Europe projects:

– Project Website and Promotion 

Materials.

– Data Management Plan.

– Dissemination, Communication and 

Execution Plan.



Milestones (1 of 1)
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• Milestone completion is recorded in SyGMa (System for Grant Management)



Publications (1 of 2)
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• Essential to acknowledge Horizon Europe funding (also to show the EU flag) in journal 

articles and conference papers based on research results from a Horizon Europe 

project.

• Check the grant agreement (Article 17.2) and with the EC project officer to know what 

formal statement to use (the wording may change over time).

• Currently, the formal statement can be:

 “The research presented in this paper was funded by the European Union under 

Horizon Europe for the ASCLEPIUS project (Grant Agreement 101159555).” or

 “We acknowledge the support of the European Union under Horizon Europe for the 

ASCLEPIUS project (Grant Agreement 101159555).”



Publications (2 of 2)

13

• Project related publications (e,g, journal articles, conference papers, …) are recorded in SyGMa



Knowledge Management (1 of 1)
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• Prepare a data management plan according to the 

EC’s template (often an obligatory deliverable).

– Define categories of data to be collected, generated, used 

and processed.

– 1. Public Research Data, 2. Confidential Research Data, 3. 

Project deliverables, 4. Promotional materials and 

templates, 5. Official documents, 6. Basic personal data of 

project team members, and 7. Meeting data.)

• Set up a Cloud Storage and File Sharing facility to 

share data, files and deliverables between partners.

– MS Teams, MS Sharepoint, Dropbox, Google drive, …

– Organise folders according to WPs, Meetings, etc.



Dissemination, Communication and 

Exploitation (1 of 3)
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Dissemination, Communication and 

Exploitation (2 of 3)
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Use an Excel file to track 

details of the different D, 

C and E activities done by 

partners. Regularly 

remind partners to update 

the file. 



Dissemination, Communication and 

Exploitation (3 of 3)
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Periodic Reviews: 

Occurrence, Purpose and Reporting (1 of 2)
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• Occurrence: Horizon Europe projects of 2-3 years duration are divided into two periods (Period 1 and 

Period 2). Projects of longer duration have additional periods (Period 3, …).

• Assess Project Progress: Purpose is to evaluate whether the project is meeting its objectives, milestones, 

and deliverables as planned.

• Ensure Compliance: Purpose is to verify adherence to Horizon Europe funding rules, ethical guidelines, 

and contractual obligations.

• Monitor Budget & Resources: Purpose is to review financial expenditures and resource allocation to 

ensure efficient use of funds.

• Identify Risks & Challenges: Purpose is to detect potential risks, delays, or deviations and proposes 

corrective actions if needed.

• Facilitate Communication: Purpose is to provide an opportunity for beneficiaries and the European 

Commission to discuss findings, feedback, and future steps.
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• Technical Report (Part A)

– Online forms to be completed in SyGMa: project summary, critical risks, milestones, 

publications, dissemination activities, etc.

• Technical Report (Part B)

– Technical Report also referred to as the Periodic Management Report.

– Technical Report provides a comprehensive overview on project progress: project objectives, 

achievements, deviations, and impact, including scientific and innovation-related progress.

– Technical Report provides explanations of work performed for each WP, use of resources, risk 

management, and compliance with EC requirements, supported by deliverables & milestones.

• Financial Report

– Important distinction between financial statements for lump sum funded projects and actual 

cost funded projects.

– Lump sum funded projects: Financial Statement confirms the % completion of WPs rather 

than detailing actual incurred costs, thereby simplifying financial reporting.

– Actual cost funded projects: Financial Statement provides a breakdown of actual incurred 

costs, including personnel, travel, equipment, and subcontracting, ensuring they align with the 

project's budget and Horizon Europe rules.

Periodic Reviews: 

Occurrence, Purpose and Reporting (2 of 2)



Periodic Reviews: 

Technical Report (Part B) (1 of 3)
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Periodic Reviews: 

Technical Report (Part B) (2 of 3)
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Periodic Reviews: 

Technical Report (Part B) (3 of 3)
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Periodic Reviews: 

Financial Reporting (1 of 7)
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• Financial reporting needs to be done at the end of each project period.

– Usually, projects have two periods (Period 1 and Period 2) but they can have more 

periods in the case of projects of longer duration e.g. > 4 years duration.

– Financial reports (online financial statements) must be submitted by each 

beneficiary (consortium partner) within 60 days of the end of the project period.

• Distinction between financial reporting for Lump Sum Grants and Actual 

Cost Grants (Reimbursement Grants)



24

Lump Sum Funding

• Financial reporting involves indicating the work packages that have been completed in 

an online form on the European Commission’s Funding and Tender portal.

• Interim payments reimburse the eligible lump sum contributions claimed only for 

completed work packages implemented during the respective reporting periods.

• European Commission has said that financial audits will not be conducted, because 

actual costs are not reported in lump sum projects.

– However, the dedicated Lump Sum Grant Agreement still includes the option of financial audits 

like any other project under Horizon Europe.

– Lump sum beneficiaries are required to keep a so-called “adequate” level of records (presented 

officially in contrast to the ‘Actual costs’ model requirements).

Periodic Reviews: 

Financial Reporting (2 of 7)
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Actual Cost Funding

• Financial reporting is done by completing an online form on the 

European Commission’s Funding and Tender portal.

• Interim payments reimburse the eligible actual costs claimed during the 

respective reporting periods.

Periodic Reviews: 

Financial Reporting (3 of 7)
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Important: 

Remember 

to complete 

descriptions 

of costs 

where 

required.

Email the partners’ project financial 

signatories (PFSIGN) as soon as the project 

ends to request them to complete and submit 

their financial statements at least two weeks 

before the official deadline.

Periodic Reviews: 

Financial Reporting (4 of 7)
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• Personnel costs: 

– Personnel costs (for each Person) = Daily Rate x Days Worked on the Project

• Daily Rate = Actual Annual Personnel Costs for the Person / 215

– How to convert hours into person-months: Hours / 1720 / 12 (i.e. Hours / 143.33)

– Indicate the person-months booked to each work package during the period e.g. 

WP1 (8.4 person-months), WP2 (21.3 person-months), etc.

• Subcontacting costs: Indicate the name of the contractor, the service 

provided, the amount of the invoice, the date of the invoice, and reference the 

section in the Part B (Description of Action, DoA) of the Grant Agreement 

(GA) where the project would have subcontracting costs.

Periodic Reviews: 

Financial Reporting (5 of 7)
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• Purchase costs:

– Note: Description only required if total purchase costs > 15% total personnel costs. The description is only required for the 

amount above the 15% limit. For example, if total purchase costs were 16,000 euro and total personnel costs were 100,000 

euro, then description is only required for 1000 euro of purchase costs.

– Travel and subsistence costs: Indicate the names of the expert(s), the destination, the dates of the trip, the purpose of the 

trip, and reference the work package/task to which the trip relates to. 

– Equipment costs: Indicate the name of the supplier, the name of the equipment, the amount of the invoice, the date of the 

invoice, indicate the amount of the depreciation over the reporting period, and reference the section in the Part B (DoA) of 

the GA where it is indicated that the project would have equipment costs.

– Other goods (e.g. research consumables): Indicate the name of the supplier, the name of the goods, the amount of the 

invoice, the date of the invoice, and reference the section in the Part B (DoA) of the GA where the project would have other 

goods costs.

– Works and services (e.g. catering): Indicate the name of the supplier, the name of the service, the amount of the invoice, 

and the date of the invoice, and reference the section in the Part B (DoA) of the GA where it is indicated that the project 

would have works and services costs.

• Other cost categories (e.g. internally invoiced goods and services): Indicate the name of the supplier, the service 

provided, the amount of the invoice, the date of the invoice, and reference the section in the Part B (DoA) of the GA 

where it is indicated that the project would have other cost categories.

Periodic Reviews: 

Financial Reporting (6 of 7)
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• Certificate on the financial statements (CFS) (i.e. audit certificate) is 

required at the end of the project for each beneficiary whose total eligible 

costs (direct costs + indirect costs) > 430k euro.

– CFS must be issued by a qualified auditor using the European Commission’s 

template. 

– Template consists of the "Terms of Reference" (model for the agreement between 

the beneficiary/affiliated entity and the auditing firm) and the model for the 

certificate itself. See QR code to download the template.

– Auditor will indicate any irregularities and errors in their report. The EU 

Commission/funding agency is responsible for deciding on the consequences of 

the errors indicated by the auditor.

– CFS must be uploaded to the European Commission’s Funding and Tender portal.

2-3 months before the official end of the 

project, remind the partners with budgets 

> 430k euro to contract an accounting 

firm to audit their financial statement as 

soon as the project ends. 

Periodic Reviews: 

Financial Reporting (7 of 7)



Periodic Reviews: 

Project Review Meeting (1 of 1)
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• Usually required to present the project’s progress at a Project Review 

Meeting about two months after the end of a project period.

• Review done by EC project officer with the support of between 1-3 

independent experts (a.k.a. reviewers).

• Project review meetings are done online – before Covid-19 they were 

often held in Brussels.

• EC Project Officer will usually ask you to propose an Agenda for a 

half-day (CSA) or full-day (RIA, IA) Project Review Meeting – see 

adjacent example for a CSA.

• Ensure WP leaders use standardised slide presentation template.

• Check WP slides are consistent with Technical Report (Part B).

• Make sure the consortium holds a practice dress-rehearsal of the 

review meeting before the actual review – pretend to be the 

reviewers and ask the WP leaders challenging questions!



Budget Flexibility (1 of 1)
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• Consortium partners often ask me if they can transfer 

budget between costs categories e.g. transfer budget 

from travel costs to personnel costs.

• For Horizon Europe actual cost funded projects:

– Yes, without a grant amendment provided Article 5.5 of the 

Grant Agreement is respected.

– Note that one can make transfers between budget categories 

and between partners.

– Note that Article 5.4 refers to estimated budget.

• For Horizon Europe lump sum funded projects:

– No, requires a grant amendment.

– No real need to transfer between budget categories but 

possibly between partners.
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Grant Amendments: 

Reasons for Making an Amendment (1 of 1)

• Change in Consortium Composition: Withdrawing or Adding a beneficiary, 

affiliated entity, or associated partner.

• Extension of Project Duration: Requesting additional time due to unforeseen 

delays or force majeure.

• Modification of Work Plan: Updating deliverables, milestones, or tasks due to 

scientific or technical reasons.

• Budget and Cost Reallocation: Adjusting budget distribution between 

beneficiaries or cost categories.

• Change of Legal or Financial Status: Updating details if a beneficiary 

undergoes a legal name change, merges, or faces financial issues.
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Grant amendment: 

Withdrawing a Consortium Partner (1 of 1)

• Initiate the Request in the Funding & Tenders Portal: The Coordinator (or the withdrawing partner) 

submits a termination request through the Grant Management System on the Funding & Tenders 

Portal.

• Provide Justification & Supporting Documents: The request must include a clear reason for 

termination, potential impacts on the project, and relevant supporting documents (e.g., consortium 

agreement, justification letter).

• Update the Grant Agreement & Work Plan: The consortium must propose necessary amendments 

to redistribute the departing partner’s remaining tasks and budget, ensuring project continuity.

• Approval by the European Commission (EC): The EC reviews the request, assessing risks and 

project viability before approving or rejecting the termination.

• Formalisation of the Termination: If approved, the grant agreement is amended, and the 

termination is officially recorded, including final cost claims and reporting for the withdrawing partner.
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Grant amendment: 

Extending the Project Duration (1 of 1)

• Initiate Amendment Request in the Funding & Tenders Portal: The Project Coordinator submits a 

formal amendment request through the Grant Management System on the Funding & Tenders Portal.

• Provide Justification: A detailed explanation must be included, outlining the reasons for the extension 

(e.g., delays, unforeseen circumstances, technical challenges and the risk of not passing project 

milestone(s)) and its impact on project objectives.

• Update the Grant Agreement & Work Plan: The revised timeline must be reflected in the project’s 

deliverables, milestones, and reporting schedule. EC usually only allows a six-month extension.

• Consortium Agreement & Partner Approval: If applicable, consortium partners must agree on the 

extension before submission.

• European Commission (EC) Review & Approval: The EC assesses the request, ensuring project 

feasibility and funding implications before approving or rejecting the amendment.

• Formalisation of the Amendment: If approved, the updated Grant Agreement is signed electronically, 

and the new project timeline is officially recorded.



2. Closing Phase
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Closing Phase: Main Activities (1 of 2)

• Final Reporting & Deliverables: 

– Submit the final technical and financial reports via SyGMa in the EC’s Funding & Tenders Portal.

– Ensure all deliverables and milestones are completed and documented.

• Financial Closure: 

– Submit final cost claims and justification of expenditures.

– Ensure compliance with eligibility rules and audit requirements.

• Review and Assessment: 

– Participate in the final project review with the European Commission or external evaluators.

– Address any feedback or additional requests from the EC.

• Dissemination and Exploitation: 

– Finalize and publish project results, datasets, and scientific publications.

– Ensure long-term sustainability and exploitation of project outcomes.
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Closing Phase: Main Activities (2 of 2)

• Intellectual Property and Data Management: 

– Finalize agreements on intellectual property rights (IPR) and data sharing.

– Ensure compliance with Open Science and FAIR data principles.

• Archiving and Record Keeping: 

– Maintain project records for at least five years (or as required by the EC).

– Ensure availability of documents for potential audits or reviews.

• Project Closure and Next Steps: 

– Officially close the project in the Funding & Tenders Portal.

– Plan follow-up initiatives, collaborations, or funding applications.

– Write up a learning log on what went well, what didn’t, and other advice for future projects.



Homework

38

• Homework towards receiving a Certificate of Project Management:

– Homework Assignment: Generative AI in Proposal Writing & Project Administration for Horizon Europe.

– Prepare a short report (400-600 words) covering the following two areas:

– 1. Generative AI for Proposal Writing

• Explain how AI tools (e.g., ChatGPT, Claude, Gemini, Copilot) can assist in Proposal Writing.

• Identify key benefits, challenges, and ethical considerations.

– 2. Generative AI for Project Administration

• Describe how AI tools (e.g., ChatGPT, Claude, Gemini, Copilot) can support project administrative tasks.

• Identify key benefits, challenges, and ethical considerations.

• Email homework to giles.brandon@intelligentsia-consultants.com 

• Homework deadline: 09/05/2025

mailto:giles.brandon@intelligentsia-consultants.com


Thank You - End of Training Presentation!

Giles Brandon (Intelligentsia Consultants), giles.brandon@intelligentsia-consultants.com
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